
Instructions and Tips for Using the

Energy Star WEB Portfolio Manager

1) Collect your building information on the enclosed Information collection worksheet.
Then go to the Energy Star WEB page at
http://yosemite1.epa.gov/estar/business.nsf/webmenus/Schools
and click on the “Benchmarking Your Building” link at the top left of the screen.

2) Both new users and those with existing accounts should click on the “Login” button to
start using the benchmarking tool.
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3) First try to login with the User Name and Password provided to you in the mailing.  If the
system does not recognize that account then click the “New User” button and fill in your
information.

4) New Users need to fill in this screen to establish their account.  Once you fill-in the
information click the “Save” button at the bottom of the screen.  Remember your User
Name and Password!!  Once the account is established then you will login using screen -
see step 2 (above).
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5) This shows a blank portfolio (with one sample building shown).  If your building doesn’t
already appear here, click the “Add” button to start entering your building information.

6) Enter Info for your building information and click the “Save” button.
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7) Enter more information about your building and click the “Save” button.

8) Enter more information about your building.  Please use only the “K-12 school” space
definition as shown below.  Select “K-12 School” and click the “Add” button.
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9) Enter more building information.  Some of this information will be the same as the
information you entered on the previous screens (“start date” and “floor space”).  Click
the “Save” button.

10) Click on the “Energy Use” tab to get to this screen.  Begin entering Energy use data.   Use
your data collection worksheet to answer these questions.

In the “Rows to Add” fields select the number of data points you have for the first energy
source (the example shows monthly billings for 12 months).  In the “Start” field put in the
date that the energy information you are recording begins. Then select the correct entry
in the “Energy Type” field and select “New Meter” in the “Meter ID” field.  Click the
“Add” button.
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11) Continue Entering energy use information for the first energy source.  Click the “Save”
button at the bottom of the page.

12) If you have additional energy sources repeat steps 11 and 12 for each source.  A
maximum of three sources is allowed.

13) Check the “Result” tab to see how your building scores!  Then go back to the Energy Star
Schools WEB page (see step 1) and see how to label your building if you scored 75 or
above or use other resources to see how you can improve your building’s score.


